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Outline for maeunemn with Mr. Angel, Assistent Archivist form@f

Records mnagement, ? W if,ﬂ (ﬂ 7 5,_;, / s

1. Organization for Records Mansgement
a., Basic regulation
b. Organizational chart and funetional statements

¢, Position Standardsg, Rec. Mgt. Serles

2, Comparative report on Agency program and Hoover Commieslon
recommendations .

3, Regulatory Material
2. Btandards for filing supplies | |
be Ytandards for cablnets [Pp
e, Handbooks

ﬁ Bubject Filing

2) Correspondence
3) FHReports Manageument

b, Premotional Material
478, Publighed
x b, "County Felr"

5, Records Control Bchedules
e. Initial schedules
e Audits

6. Vital Records Program
8. Alerts
X b: Behedules

7+ Filing Bystews Progran

g Subject-Numeric systema
1) Completed - /67
2} To de - 3265
'3) Analysts® flles

8. Equipment Revlew Program _
a. Redugtions in the past three FY's (See chart)
b: Plang Por better utilization.

9, Shelf file inetallations
a, Completed
bi In process
¢, Potential
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10,

¥ 13,
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Working relationship with New Building.

g, Recommended changes in files space sllocationsy
ID/8 - Reduction of 36%
DB/Y - Inerease of 1L.T%
D/P - Reduction of 32%

Training Program

8¢ ARD Meetings

bs OTR Bponsored

¢» Exbernal (AMA, Awverican University Institute and Summer
evening course)

ds On«the~jodb

Report for CY 1957 (Attached)
Objectives (Bse attached statements)
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